'APPLICATION FOR RECORDS DISPOSITION STANDARD | |
| f o

INSTRUCTIONS: Prepare in duplicate and fbmard to the Records Management Analyst, Management Systems Division
3. Dept . Division, Sulnlivision & Administering Office Address FOB RECORDS MANAG_EM'ENT DIVISION USE
' ! , Date Received Application No. Date Completed
TRANSIT OPERATIONS DEPARTMENT ) ' & 2— ij 18 1980
. T -
Bus Maintenance Division ) “AY 2 3 1980 88 7
2775 East Ponce de Leon Ave. 1. Application 2. Dept. Application No.
Decatur, GA 30309 :
4. Person to Con-i;ct T T T 5. Working Title T T _é ?I';Iephko;a_N\‘:;l;ei:_“‘i
Kathy Elkins’ ' ' ‘ ‘Information Systems Clerk 373-3267
C 7. Action Requested 7 S "
a [d Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢. [ Amend Apptication No. ———.—__ Check One: [JChange; [1 Supercede; [ Void
8. Dates of Series 9. Records Series Title (foflowed by title used in office; if different)
Earliest Latest Maintenance Fuel Cards for the Transit Management :
1978 N Present Information System (TMIS) b _ =
[10. Division and Office Function “What is the function of the Division and the Office in which this record series is created? : R
In the most economical and efficient manner, the Division of Bus Maintenance o

obtains maximum performance from rolling stock; utilizes maintenance facilities and
shop equipment; promotes safety; assists in the procurement of new equipment and
contracts for service; and assists with inventory control.

1

This file contains the following documents finclude form numbers and titles, if any}:

= — -
11, Record Series Description
Attach samples of the file.

Documents relating 1o: - o511ection of data for possible use for federal Section 15 reporting
' requirements.

Included are:

Transit Management Information System (TMIS)
Bus Fuel Cards (example attached) "

File is arranged:

By fiscal year, then by month, and thereunder by date.

12. Monthly Reference Rate How often are reco—rE;‘—referred to which are:

‘

6 _. ___ ;Thirtesn to twenty-four months oid once ;

One to six manthsold ____ 12 __ __ :Seven to twelve months old
: ___rarely ,

L

twenty-five months and older

13. Annual Rate of Accumulation of Records

t etter-size drawers

- —.—.; Legal-size drawers 10_ -~ :Shelves _ __ . __:Qther fspecify)

A e e e —————
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£y
.
' 3
- ,
e R e e = E— R y i . ] e i
YES | NO | 14, Quesuonnaue {Place an "Xf in the proper columnl , i
a. s this the officiat copy of the serws? ' ) T T ey
X If not, where is n? . ‘ )
X b. Does the series contain confldennal mformauon requmng security handlmg> 1f yes, cite law orirpguiau;n e e
| ) ! o ;
X _cgesa ,s%gm’ , i S
”f"'ﬁhﬁ .l'll’“ lWl“ﬁl!'{!tll“ II o ]l‘)lll] H"l m ”u,n weh vilue? T A TR T T T T T T T e
X o When ane o two doctments e e Bl ke 1 neceay (o keepy thee entiee Ble o o bong pey el conbd these docmmenits e

T e U U P — .

scheduled separately?
v f. Isthe mforrnanon comamed in this series ever pubhshed? If yes, atlach copy.

g. Is the information comtained in this series ever nnalvzod and/or recorded in a summarized report?
¥ yes, attach copy. Not. presently: possibly in the future; also information may possibly

| |77 h. is there 8 duplication of this series in your office, or in another office or agency? " be audited.l
’ X H yes, where?
| R s s o o it iy iy T e
X i._Does the record saries resutt in a computer printout? T T
15, Ret’entu;fu\iﬁ_e;t’):r"e;ents “The following ;e-(;alr_&;ms;l‘e:t;be_ﬁpmtﬁ—wtém_uu— ST T
a. State Law - - .. _ years. © d. Audit period A o vears.
b, Statute of limitation ————__years. e. Administrative need __,____7.__;f.=ﬁ__ vears.
¢. Federal law — . eeo_ Y8ars, : f. Federal retention instructions — . YRQTS.

Attach copy or excert ol laws or regulations. Expldin administrative need.

16. Apptoved Drsposmon lnstrucnons Th-s agency recommends that the file series he rul off al the end of gach:
[ ] calendar Year; & Fiscal Year; 1) Other _ . e i e then,
[} Hoid in the current filesarea .. ___ _ monthls) . __ vyearls); then

\ﬂ Transfer to local holding area; hold ___._ ; _...__ year(s}; then
L] Transfer to State Records Center; hold e yearls); then

Destroy,
[ Transter ta State Archives for permanent retention.

L] Qther (Specify!

These instructions apply to el prior and tuture accumulations ol (he seoeg
(In(llrdle briefiy 'dlltmdle for recomunendationy above/on wrile nlt!nl-unal lemks) Vs

| S

17. APPROVALS

Appraved | Department Recprds Management Officer  Datey 1 And
iy A \lu., 5/ /50

Approved ivi ead/Ddsignee

o ST

) d pordved  Department of Archives sad History
1

é-75-350

i TA"pprE).'v;d’ - 'MARTA Management Advisory Commities  Data




